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FOREWORD: 



- This "Orientation to Public-Service;' series i>one of a set of nine student ceatered t^ookVdesigned to acquaint high school 

students with basic information concerrting careers in public ser\?ice. Each book addresses itself to either a major occupational 

group in'pUbtic service or an important supplemerttal area of study necessary .to the understanding-of public service. .In addition. , 

to the student centered materials found in this Ijook, a teacher's guide outlining how this book ca^e used in a course setting 

• * • ' '1 * ' • * ' ' * 

_has Been developediorthet^potential user. % . ^^ / • V7 ' 

' The "Orientation to Public Service" course is the first in d series of three courses developed as a comprehensive, approach to 
' y ' ' ' ■ ' • ' ' • ? > . ' • ' 

vocational skill development in Public Service for Georgia High Schools. While materials in this course ^KevlaJuable to the student 
- ' \- - ' \ ' -'^ - . : ' ' ' - : ; . \ " ' - ' ' ^ 

without benefit oi the remaining two courses in the series, a student would normally enroll in "Preparing for Public Service" and • 

, the "Pubjic Service Comnaunity Skill Developmenft Program" subseq . , . . . 

As with all curriciijym materials and gyides, the information contained here is a beginning ppint. In order for thtscourse 
to effectively meet the needs of each individual student, the Mser.mu« adapt to local and individual student needs,. As. such, t make 
a strong recorpmendation that^extensive use of the curriculum guides be us|d withjhe^m In these guides js a 

wide range of sugges^pns for hfel ping these materials meet the local c^«|^pom teacjier's needs.; / • ' r "^^^^ : 

This material was prepared, by the "Applied PrPgram dfiPubircBe.rvii^^^^^ lander direct g^ Gvyihnett CpUnty Schools * 
froni the tSeorgia State' Department Off ice for A^jift and Vototipnal Educatio|i [(3f^t\.Q 

of Dr. Russell Clark,. Assistant Superintendent for^ Ad - . ^t^^: -^'C'-y ' ^ 

In the development of these materiafs fecial cpnsider^tion^shpuJd go to lyifs; Mejjnd^ effPrts in evaluating 

these ni^terials for their useability by the classroom student, -Kw^ ^ \ ':^\J^'i v^-^^ : ^ ^i^r ; 

Daniel L. Oowart 





' OVERVIEW 



Thi>,bookUt contiiW several -units of reading and related activities,^ The reading .detaa'ls ' 
some specific aspects^f thkmajoi- dfecupationVl groups. The activities have been 'designed , to 
provide the student with opportbnities to further explore the ob-jecti-ves of the reading*. - The 
activities vary.in'le.ngth and complexity. ^ ' : " 

Before any gtudent begins work ir) a booklet, the tea.cher should become thoroughly familiar' 
with fhe contents. Some acti^^ities may take several days to complete: The teacher shoifld help " 
the.student budget hit or her time accordingly. Some activities may call for a resource, perion 
a fie\d trip or an on-site interview.. The teacher will need to be aware of these activities and 
schedule far them Mnlyenough'so that the st^Tdent can, complete^ the actfyities .within the suggested 
time frame as outlined' in the Implementation Guide. > 

The-section 6rientation page* (Where Am .1 Going? How Will I Get There? How Will I Knov*?'' 1 ) 
is intended to serve as an organizer for the student. It should help. focus .the student's thiJking 
and prepare him or her for the reading and activities to come. An orientation page appears fo^ 
each section.for all* booklets in thi« series. ■ • ' ■ ' , 



This booklet 'has been designed so that students, can work on many of the activities independently . 
with appropriate monitorins ancl guidance frgm the teacher. It is most important to' remember , "fiowever, 
^that these",1b9.o|j:lets are not workbooks 'and should not be* passed out at the first of the period, worked 
;in, arid^then collected to be checked later. ^ No material or s^t of activities can replace the- importance 
of a creative,, enthusiastic and wel-1 prepared- teacher^ Teacher preparation is essential to effective / 
and successful use of these booklets. - Not*o(iTy should aOl materials and resources be 'Organjced, but 
the teacher shou^nTbe alert to supplemental materi*als-ayailable 'through newspaper staries, carefully - 
chosen cQlmijercial games ahd books. , : » \ . • / , ' ^ 

As a continuing activity for all MOG*s. stucfents can develop bultetin boards and other public 

. . . . ' ' * ^ '\ 

relations type^of displays 'for the classroom and the srhooK The clatssrQOin should reflect the activities 

' < ' ' ^ ' ' ' ■ ' * , ' \ ' 

of the students. Make liberal use of student photographs, brofchures,, and posters ^to display various 

aspects of careens in public service* As students see the involvement of their peers in these jobs, 

they will be encourage^d •to participate in the 'program^ A useful technique borrowed from the elementary 

school js to set up learning centbrs around the room which give^new students^ a chance to "sample" a 

' - - . • . . , . * ' r 

through an er\tertaining. activity , photographs, * brochures or even a taped <iiscussion with, a resou^ee 

« ■ . • • .V 

pey*son. Thfese learning centers shduld rotate and charige Jis new information is brought in and as student 



invotvement in the careers' changes. Planning', motivating, and monitoring are the keys "to success 
in the'-Appl led Program of Public Service. . ' 

* • 

For your informajion, answ,ers to self^check activities and other activities which require' 
specific answersliavi^ been provided inlthe last section of this booklet. It'^li H be necessary. to 
develop- ansfafer^shee^s for your fi'le in order for studentg^to have "access to them. 



GOVERNMENT AGENCY MANAGEMENT 

Inside this section of reading the student, will be ex^Josed to a. brief deseriptiori of the 

organizati'on and functions of government, Local^, state, and federal aovernments are' desct:ibed 

and some attention given to interrelationships among the branches of* government, Many^of your 

students will have been exposed to this material in, greater detail through social studies courses. 

For those student?^who may^not have taken a c-tfurse in. American Government, this- materiaf will 

' . . ^ ^ ' ' ^ , . ^ 

sei;i^e as an introduct\on. You may wish to supplement this material with a good filmstrip on' 

United States Government obtained, from your library •or- Social Studies Department, The intertt' 

of this section H to provide a perspective from which Government Agency Management jobs can 

be^iewed ai?d. to emphasize that the- government at all levels in all its brancties./"and agencies is 

the^^femployer. ^ ' ' . ' • ' ' ' ' " ' 
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GOVERNMENT AGENCY MANAGEMENT 
Organizatidn and Fi^nctions.of Government 



Inside this pac($et you will find out how thj^Jpcal, st^e and federal governments are organized to provide ^rvices for their 
citizens. You will discover that the various (^ranches and agencies erf government cooperate in. order to increase tf^e effectiveness 
of their services, Hovyever^ mpst impprtantly, it should become^cfear that government services are prpvided by workers in Public 
Service Careers and that some of-the occupations are in Agency Management. ^ ^ " • 



'Where am/i GOING? 



By the time I finish this activity, I will be.able to identify the functions performed by e@ch level of government and Will be 



able to understand the basic organization of-^ch Jevel 



HOWWlilLIGETTHERE? 

K ^ Lfeam the^b^sic functions and organization 
of government. • . , : ^ 

2. Demonstrate afbasic kno^ivledge^f some inter- 
rielationships.wfiich exist among government 

: agencies. ^* " k / ; 

3. Demonstrate an awareness of the rote of the 
government in improving the quality. of Ufa for" 
.the.prtfzer^sof my conhmunity, - ^ 

* " ^ - ^ ' 

4. View a fllrftstrip on Government Agency Manage- 
ment , * 

5. Write fetters to governmental agencies. * ^ - 



HdWWimiKNOW 



I will read the jntrod^ descriptioris of governnient. 
, and successfully <;pm 

I will successfully; conduct library research, conduct a - 
fiek^ irrterview, an^^ ^ ; 



I will' request inform|^^^^ ^ 
a foMlip/^^ a display to Illustrate the ^ 



l.yyill ianwer a set of quairtions on tfie f ilm^tfip. ' 

; I will receive inforrfiatiq^^ 
thaPl will hwe^ addl^^^^ MOG. 



ORGANIZATION AND FUNCTIONS OF GOVERNMENT ^ , 

Each time you hit a ball across home plate, shift the gears of your car, play the guitar or piano, or simply walk through your 
busy school halls without bumping into people you are using many different parts of your body and mind at once. It is not just 
luck that yoju can drive, play musical instruments and walk safely. You can use your arms, legs and eyes separately, but exact co- 
ordination between legs, arms, eyes and mind is necessary for nay of us to successfully complete, daily activities. The same is 
true of our governmental system. . _ / ^ 

Our federal, state, and local governments all work separately, but also must work together in_prder for»our_democratic system 
to be a success. The powers and duties of each form of government will be discussed in this activity, ^ , 

Why talk about the forms of government in a packet on PUBLIC SERVICE?. The people who.work in.the area.orf PUBLIC ' 
SE.RVICE are the people \rtiho work \ri various governmental jobs. These jobs arp financed by you, the public. Whenever.^pu put 
a penny In, tj3p parking meter, you are helping pay a public^rvant in local government The extra pennies you pay- for tl^ose carjs 
Qf soft drink go to help pay the salary of a state official. Every AprH .15th workers all o^rXhe country file^their federal income 
tax to heJ^ay officials in the Federal Government. The money .tTiese different branches of ^government cofject to pay for salaqes 
and services is called REVENUE. ' ^ . / ^ > ' ^ ^ ' > / , " i - 

RELATIONSjm* t6 OCCUPATIONS IN PUBUC SERVICE ''--^^^^ ; 

Government in th6 United States operates on three levels: national, state, and locah '[the federal government jh. Washington 
caijnot abolish the states or rearrangeJheir boundaries. I.t.can use only ppwers«that are.stated or impliedly the Qb^nstitutiori. The 
states use powers either resen/ed to them.or nptdenied by,the,C6nsfitution; Local governments are set up and^contrdlted by th"^ 
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All of the branches, departments, districts, authorities, and other sub-units in|government areHed by individual people*, ^ .j* . ; 
known as directors,, department heads, managers or supervisor^ Managers must have general leadership and administrative* 
abilities. Managers neecf speciaj training, education. and experience to lead. It is this group of Government Agency Management 
that is reviewed for your information in this particular portion of Careers in Public Service.* . ^ ^ ' ' * - • *^ 



THE FEDERAL GOVERNMENT 



. ^ 



Some form of government has been around sinc6 our earllbst times. Governments were^created to mal<e and enforce rules' 
of conduct. The World Book Encyclopedia dgf ines government as '^^the process witWn a group for m^ing and enforcing decisions ' 2 

that affect human behavior". The Constitution of the United States of America wajs written to. establish our form of government. 
The Constitution also spells out the rights and libertie.s,of tbeAmeriqan people. . * . „ - 

Many people think our government is complicated, tt can be if we do not take th'fe lime to see how it-was organized by our - 
f orefathers 200 years ago. Onc^we study i^^basia organization, it is much easier to . understpnd. - 4 , * * , . 

• Wher^ we think of Washi?)gton, D. C, we almost always 'think of the President. He, his Cat^inet^^and his staff are all a part of 
the federal governnient. So are the other government officials workmg in our natipn's capital; however, of the more than^two^ 
milfibn federaLemplbyees, nine out of ten do.not work in Washington. They are locatfed in* towns and cities throughout the^United 
States. For example, Atlanta, Gegrgia.ha^m^ny federal e / ^ , ^ 

THErBRANCHES GF FED^'L GOVERNMENT 



What typ^ of work is done by the federal government? The list is very-tong, but to* name a fevi^'dutiesrour federal government 
enforces laws, collects taxes, borrows^ money, issues patents, controls (mqiigratiori, naturalizes citizens, builds roads, provides old 
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age assistance, regulates agriculture, makes treaties, pays for an army, and prom*otef peace, health, education and welfare%f the 
poor and hand ic^ped. , * " ' 

How does our government do this? 1 1 is a complex job, but our constitution clearly ou^ines the power^of the government, 
and makes sure the rights of people are protected. This is done under the three branches of the federal government. You may 
havestudied these fn your social studies glass. The branches a^e the Executive Branch, the Legislative Branch, and :ge Ju^iciat 
Branch. * ,5, e ' . • * 



V 



JTHE EXECUTLVE1BRANCH: . Contrary^ to what many peopte^believe,the EXECUTIVE BRANCj;J^of the FederaLGovernnjent 
Js not just the PreiidentSMany departnrients'belong to the EXECUTIVE BRANCH. Different agencies in the EXECUTI VE- 
BRANCH have helped'put men on the rnoon, builtjdams and bridges, protected our country in time of war, brought artists from 
different countries to the United States, built colleges apd schools, h^ped farmers in the production of crops, and printed mojiey. 
Thw-listf ould^go on and on. The EXECUTIVE BRANCH of our federal government js broken down into n^ny different depart- 
-r^nts and independent agencies. Thejdepartrhents'and agencies and some'df their functions arelisted below. 



, DEPARTMENP-OF STATE (Secretary of Statef - foreign 

»• • • . . ' ' ' * - * ' ' 

. • dijblomatic corps (ambassadors, consuls) etc.). 



policy, United Nations aftairs,,^^'' 
- budget distribution, tax collection. 



TREASURY DEPARTMENTlSecretary of tfie Treasury) 

coinage and printing of money", Se|:r^t!seiy ice, and the I njernal Revenue Sen/Jce. - . ^ ^ 



d'ePARTMEISIT of defense (Secretary of Defense) -/the Army, the Navy, the Air Force, ^ 

s: • ' ^ ' J ''''' 

DEPARTMENT OF JUSTICE (Attornef General) --'Federal BuKeau of Investigation (FBI),. 



and the Maripe^. 



ERIC . 



Federal Prisons, immigration, and naturalization. 
•DEPARTMENT OF |HE INTEBIdR (Secretary of thef Interior) - riationah^s; if ish^H vyild- 
.!fife protection, geologital sun/ey, natural resourced, mines, Indian Affairs, flood wntrd (shared 
y with, the Army Corps of Engineers -^Department of DefenseK 
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DEPARTMENT OF AGRICULTURE (Secretary of Agpicul^ture) - sdil conservation, forestry/ 
plant industry, animal industry ,;farm credit, production marketing, rural electrif ication^^hd 
food stamps for the poor. ' 

•DEPARTMENT OF COMMERCE (Secretar\nof Commercal- transportaiion, coast and geodesic 
survey. National BdVeau of Standards, National weal;her service, • . . • , 

DEPARTMENT OF LABOR (Secretary of sLabor) — employmenrsecurity, vvag^s and hours, labor 
statistics^ Women's Bureau. , ' - * 

DEPARTMENT OF HEALTH EDUCAT|6n AND WELFAR^ (Secretary of Health, Education ^ 
and Welfare) - Public health, food and drugs. Social Security, vocational rehabilitation, education 
ar\d welfare. ' < ■ . , * \^ ' • 

DEPARTMENT OF TRANSPORTATION (Secretar/ of Transportatipn) ~ mass transportation 
programs and Cpas^t-Gyard. ' ' • 




•ERIC 



Among numerous independent agencies are the Action Agency for vqlunteers. Atomic Energy Commission, Civil Aeronautics 

• - . \ . . ' ^ ■ . • . * , . , , 

Board, Environmental Protection Agency, Federal Communications Comrai'ssipD, Veterans Administration^ Interstate Cbmnjercft 

Commission, Maritime Commission, and others. Most of their names explaic^themselves. The Managers are called adnrjinistrator^; , 
; and directors, and are responsible for running the departments, bureaus, dividions, branqh^s, sections and units that qarry out t^e/ 

administration of our natio«^l government's executive branch.^ Administrators (directors Or mjeinagers) are m charge of most intfe*. 
* pendent agencies. Soitife^^gencies (r^ufatory) are.under tlie direction of a committee or persons over vvhich there is the chairman, . 

JHE LEGISLATIVE'BRANCH; The LEGISLATIVE BRANCH of our federal government is not nearly as big as.the executive 



branch, but it is equally important. |t includes our Conaress (the House of Representatives and the "Senate) along.yvith five agencies 
that^perform.^administrative duties. These adencies are the Architectof the Capital, the General^Accoynting Office, the Government 
Printihg.Office/the Library of CpngrBss, and the U. S. Botanical Gardens. ^ 
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The LEGISLATIVE BRANCH is responsible for making, repealing, and amendingjederal laws. It also determines how we 
wt/be taxed, and approves t1ie money that will be spent by the various agencies in the government. Each state has two senators. 
-The House^of F^^presentatives has 435 members. Each state has p drfferent number df members in the House of Representatives 
depending upon the state population. ^ . , ' ♦ ' i » 

THE^UDICIAL BRANCH; The JUDICIAL BRANCH pf the-federal government rules on cases that involve the Constitution 
afid feder-al laws. This is done 6y the U. S. Supreme Court, federal district courts, federal courts of appeal, or federal circuit 
courts, t ^ \ ' ^ , ^ 

Even thoLjgh the state and federal court systems are separate, the U. S. Supreme'Court is ttie highest court af our land. All 
state court systems have a highest-state court, which means the decisions^Qf that court^are the final say within that state. However, 
should the U. S. Supreme Court feel thatj;he>bighest cou rt in a state has rpadeatj error (misinterpretation of theU. S. Constitution) 
i,t can change or reVerse thB decision of that court. In practice, tJiough, the U. iS. Supreme Court has rarely changed the decision 
of our states' highest courts, thus making the states' decisions almost always final, / - f 



, ^ • , STATE GOVERNMENT 

* Even though the federal government provides'many services for the.people, the U. S. Constitution leaves many powers to the 
state government. The state goverrim^ents maintain Jaw and orderand eiTfiJfce:crjminal law. Tffey-prptect property rights, super- 
vise public education, operate welfare programs,. operate state parks, and build mo$t highways. .State governments also have many 
other povvers. ' ^. ' ^ . * ^ . / . ' - ^ ^ . 

The governor is the.chief executive of the state. The governor has, the power to appoint some state officials^ He commands 
the state mHitiaVgrants pardons, prepares the state budget, and, works closciy with elected officials*i/i developing legislation. Statel 
fifffer in tJ\e title they give the following men, but most states have a Lieutenant Governor, Secretary of State, Treasurer, Attorney 



General, and a ^Superintendent of Public Instruction, There are rhany departments Jn, the STATE EXECUTIVE BRANCH, A.few.. , 



are the departments of Agriculture, Labor, Health, Administration, Education, Public Works, Natural Resources and Human Re- 

• w^ • ' ' ' " . ^' ' ' 

sources, ^ ^ • 

States differ in exactly bow the LEGISLATIVE BRANCH of the^overnment is made up,, but they are basically the" same. 
There are the State Senate and House of Representatives, just like the federal government. Members represent different counties 
or areas witHin a state. This branch, like the federal equivalent passes laws, levies taxes, and approved niioney to be spent by the 
-State government. ' \ . ^ • 

The State Supreme QQurt is the highest court in the JUDICIAL BRANCH of the state government. There are other local . 

courts within cities and counties such as appellate courts and general trial courts. All serve to see that individuals receive 'fair 

W • , ; / 

treatment in the eyes of the law* * > , , 



LOCAL QOVERNMENT 

• • • ? 

Local governments are created by and Jegally controlled by sta'te government. Even 50, local governments have power to pro- 

' ' ' ' V 

vide police and fire protection, street and^raffic control, health and welfare services, and other services necessary to maintain 
community life. The fiiiances for the^ services come from bdth state add local ta)0(gs, L9Mil goyerniriejits als6 risceive m^pney from 
-the federal government . , ' , v.^^, . . ' ^ 

* Local governments are organ izejd in many different ways, Many cities have a mayor and a pity cbuncjl, and sol^fie may, have a 
^ city manager. . ' * . ' . ' • . : " ^4 

School districts ar^ an important part of local government, Weoften call a school district a school sy,stem. Approximately 
one-half of all local^ government units are ^h9ol districts. School districts may include schools from elementary all the^ way ua.to . 
commurtity colleges, ' ■ ' ♦ " ; . 



Objective: I will check my understanding of the reading^y cqmplpting the self-check. 

Materials: The previous reading section ahd the self-check activity. • " ^ 

* 



ACTIVITY 



^ , - ' . ^ 7 ~ 

1. Cotnplete the self-check activity by, filling in the blanks with the .appropriate terms listerfbelbw, and by reading 
the directions and completing number n|ne/ ^ , ^ 

* 

LOCAL ' - TAX ' ^ .FEDERAL 

^ ^JUDICIAL. LEGISLATIVE ^ v ; EXECUTIVE 



REPRESENTATIVE , . CONSTITUTIONAI^ 



STATE PUBLIC 



1. Governmental Public Service exists at three levels of government. These three levels are: 



2. The Government supports or pays for the many activities and sen/icQs it^^pdes tKrdugh 'the use of REVENUE or . 
' money. ^ ' ' f ? . ^ //i ' 

3. The natioVial gover nment is a lso called the - level of aover-nment. \ _ , 

4. 7\ city official such as the city manager,Js an^^ptpyee df the ' > ' level oiF government. ' ^ . * 

5. Georgia-s Attor-neV^General is an elected official of the- branch of state government. ' . " * , 

6. The branch. of government wh[ch is responsible for makiqjg, repea||ng; ^nd amniending lavys is Tkffown.as the 

\ branch of govefnrnent: - , ^ / . \ ' \ . 

A The governor is the head of the i . ^^ Brarich ot state government. / ^; . , 

8. The branch of the F^edeTal Government which rules^pn cases invdlving^the Constitution '^nd^Federal law i^ knoWO-as 

the oTFederardoWnmentv, ' ' ^ . . v , , 

^ — ' — ' • '"^ ' ' v^r-^ ' . , • : ' . ^ 
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' , SUGGESTIONS FOR THE TEACHER , - J i 



Activity 1 -^p. 9 - . 


Materials 

Be sure to have a sufficient number of copies 
of the self-check available for student use. The 
answer sheet should be kept' in a readily accessible 
location, • • 

-. ■ ■ ■( 

\ 


Purpose 

. -> 
This is a self-check activity. - Its purpose • 
is to check student recall of some .of "the % 
essential info^ation contained in the reading:'' 

K Modifications or extensions '^^^ 


9 ^ 

• • ' Guidance 

Students should be able to bomplete this 
,,actfvity with Uttlfe or no help. Those students 
who incorrectly answer a number of the questions 
should -be instructed to review the reading section.' 

C , ■ . - • • ■■■ 

* > 

L— ^ r '—^ 


1. Allow oral response, ' • 

2. Tape the^qudttions, leaving time after each 
for student response* 

» - ^ 



\ 



Er|c .^^ , /• . \ ■ . .f' ^ . ■ '33 




' Place the fe'tt^r^of the following government activities under the appropriate level of goyernment. The first orJe has 
been completed as an example 

H. Inspect chickens r^ispd and processed 
. in the st^W' 



A.. Printftig Currency • 
Operaje Public Schools 

* C. Provide for fire protection 

. D. Operate the Armed Forces 

, E. Guard the hoarders of the country 

,F. Pave city streets 

G. Colfect parking meter tolls 



r 



State , 



I. Collect import taxes' 

J. Collet -sales taxes ^ ' 

K. Pass zoning ordiances • * 

Lf. f ass and enforce most criminal laws 

M. Rule on issues involving constitutional rights 

' I * * 
Federal - ' * 




Activity 2 



PUZZLE NO MORE 



' Objeptiye": i will demonstrate my ktwwiedge of some 
basic terms. 



Materials: Activity Sheet 



■ o 36 

: ERIC 



r 



..A % 
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SUGGESTIONS FOR THE TEACHER 
4 



Activity 2 --p. 10 



Materials 



..Students will need a copy of^e puzzle in order 
to complete this a'ctivity. The ^zle answers should 
be kept in a readily accessible location. 



. , " Guidance 

Most students experience very li title diffi- 
culty Vith' this activity. They enjoy the slight 
challenge provided by the activity. They may 
wish to "time" 4:his ^activity. ^ 



1 



Purpose 

This^activity is similar to a self-check 
iji that it checks students recall of some 
essential terms. The activity is designed to 
be entertaining. 



2. 



Modifications or Extensions 

Foir students totally unable to complete an 
'activity of this type, allow them to search 
for the correct answers in the reading. 

Some students inay wish, to make up similar or 
different types of plizzles using the same 
material. ^ ^ . 



Er|c 38 



< ' 



hriinniimrrTuaaia 



ACROSS. 



DOWN 




1. 
2. 



'Head of State Executive Branch. * * 4^ • 




The Judicial Brarith the laws. 


Branch of Federal Government (protects our 
country in time of war. , ^ 1 


.7. 


. The Branch make laws. 




■• 11. 


A.body-tSfihe Congress. ^ 


The Constitution leaves the po\ver to establish 

* tn thp ctatoc * ' j'J^^W^ 

LO iric SloLcS. * 


12. 


A part of the Judicial Branch. 


This department of the ExecutlyoBranch of 

government look^ after natfonal parks, / . 

natural resources. - 


* 

•13. 
14. 

* 


A Branch of Government. 

Prepared by the Executive Bf anch.of the 
Federal Government. • 


The D'f partrhent^df Stiate is'in charge^of 

policv. ' ^ • - - 


15- 


Fifty governments of, this type exist in trie 
United Stages. 


This Department of theti^^ecu^lve Branch of ' , 
govemmerit dversees empfSyment security. 




• 



wages, statistics. 



tf^; 7. Wade by^Lepislative Branch. 

8^ The Department of Agricutti/re cbntrofs 
production of 

' A mayor r^ be head of . \ . 



> government, 
to. ' The President is the head^of the . 



government.-*^,.. 



VHowwtilJ know JVe done it correctly? . ^'I ^lil successfully cornpiel^ 



V.?*' 



40 
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^^^^^^^ 



Activity 3 ' ' ' \ Do not write on this form. 



Objective: I will demoristrate a basic knowledge of some interrelationships which exist among governmental agencies. . 

Materiati;^^Aa Encyclopedia, Civics or Government textbooks, the Library card catalogue under "Government", ^e sample 
* / interview guide, (see page ), and a resource list of people from which to set up an interview. 



ACTIVITY . 



The following article from the newspaper is an example of a local or state government agency working together 
with a federal agency. Cooperation among all government agencies is important if the needs of the citizens are to be met. 

Another way, in which governments cooperate to. provide service? for citizens is through "grants-in-aid". The 
federal government t^uently uses its taxing and general welfare powers to make "grants-in-aid"* to state governments. 
These special funds help finance such state and local projects as highway construction or the improvement of educational 
services. Through "grants-in-aid" the Federal Government becomes a partner with the state^ Together, they provide 
public services that the statealone could not provide. As the'population increases, more and more- public services are 
needed. ^ ^ 

-' In this activity you will be-looking for ways in which government agencies work together at federal, state and 
local levels. ; > . • 

POLICE, FBI RAID ALBANY LOTTERY RING 

ALBANY (API — City Police and FB1 agents. have confiscated lottery paraphernalia and records in raids which ap 
FBI spokesman said were aimed at breaking up a 35 million-per-year illegal lottery ring centered in Albany. 

. No^arrests were made in tlieVaids late We'dnesday, authorities said. - 

However, evidence gathered at 21 locations — including a numbef^of residences, a gasoline station and several 
vehicles — will be "turned over to a federal grand jury at which time indictments will be sought", said James Dunn, 
head of the FBI office iri Atlanta. ' ^ ^ 

The 21 search warrants were autljorized by"U. SrDistrict Court Judge Wilbur Owens, Jr.^ in Macon, based op 
affidavits alleging the illegal gambling operations were taking place a spokesman for the investigating force said. 



SUGGESTIONS FOR fHE TEACHER • 



Activity 3 - p, 12 


Materials 

To successfully complete this a'ctivity it 
will, be necessary for students to have access to 
the library. You will need to have arranged for 
someone from your local government to speak with 
a group af students on governmental interrelation- 
ships^ The Mayor or a person from the Mayor's 
officV^is usually willing to give time for this 
activirly. 


Purpose 

This activity t^kes two or three days to 
complete. Be sure that you read through the 
entire activity and are familiar with the 
requireTnents. Early in the quarter, well 
before any students reach this activity, you 
should^already have made appointments with 
persons in local government who will be will- 
ing to talk with students. Be sure to be 
specific in explaining the purposes of the 
student interview. Before students 'go out on 
an interview, you will want tc conduct a simu- 
lated interview- session in class. You will 
also want to' review standards of conduct while 
on an interview. 

r 


Guidance 

Students completing this ^activity will be 
exposed to some basic concepts concerning the 
■interrelationships among some governmental agencies. 
The activity utilizes research and interview as 
means of* gathering information. 


Modifications or Extensions 

1. Allow students .to wo»^on this activity 
as a group. - \ 

• 4 

%' 

- \ • 



Dunn said, 'The execution of the warrants resulted from several wpeks of extensive investigation of an alleged 
illegal lottery operatU)n centered within the city .of Albany/' 

* About 30 officers from thp Albany police department and the FBI 'took part in*the raids. 

Atlanta CSDnstitution 
' . • July 29,19>6 

^ 1. R6ad the above newspaper article. . - T^". 



2. Go to youc library and locate information bn the organization of local, state, and federal government. The 
resource section will help you knbw where to begin: ^ - ^ 

3. Prepare a chart, or charts showing the organization of each level of government (iQcal, state, and federal). 

4. Contact an dffiqial .of .your local government (See the resources list in the APPSTIibrary for some suggested 
officials)- < ' ^ * ' 

5. :Ask the official if you may arrange a visit to talk about government organization, cooperation among leyels 
of government and the.provision of services to local citizens.through grants-in-aid. 

6. Complete the att^chead^htervieiw guide: ^ , 

7. Using the attached inteiview form as a guide, conduct an inten/iew with the local official • 

8. After you have cornjDfeted *the inten/iew, answer the following questions. 

' a. Name three specifjlc areas in^which the local government and th0 federal government are5Coqperatinff 
^ . to provfdj ^ public^^ gffvices tp^your cpmmunity. ' .i ^' - ■ 

b. What ts a. "grant-in-aid"? Be spedfic, give an e)ample of this from InfocmatiopYou, obtained In the 
interview, ' \ • rv * ^ ^ >v . ;\ ' 

c. ^ Do you fe6l that "grants-in-aid-" vyeaken or strengthen the locat gpye/nment? How do you think the* 

person you interviewed might respond to thisquestionT^sk the person/whom you interviewed. Also 
' giv^your feelings about this question. * ! ' ^ • 

' ■ ' ' * ' • \ '-^ ^ ' . \\ ■ .\ , 

How will I know l-ve done it cprrectly? . . * I will turi) in my interview sh>et and the answers to part 8 to my 

teacKer.' * • ' ' \* • -"^ -J ^ ' ' ' \ • ■ p; - ^ 



^ ■ 



4 , 



INTERVIEW FORM (OPEN INTERVIEW) 



STUDENTS NAME 



NAME OF PERSON INTERVIEWED 

POSITION _^ 

LOCATION \^ 



41 



DATE OF^NTER VIEW 



WHAT DOES THIS PERSON DO? 



AGENCY 



PHONE 



SPECIfie-QUESTIONS 



List below five, six, or more specific questions thatyou^night ask of the person whont.you are interviewing. These questions, 
should have to do with specific information needed to complete the activity. Read 6verthe activity and the "questiohs for thought' 
and be sure that you ask questions which* wHI help you successfully complete, the activi^^and the questions, Befpre you go on the 



interview, your teacher will check over ypli^^fqueirtions. 



SUGGESTIONS FOR THE TEACHER 



Activity 4 - p. 15 


Materials 

You will want to have a letter writing guide 
available. Be' sure to- have a lisjt of resource ^ 
persons who have agreed -to talk with students. 


" ' Purpose \ 

This activity attempts to guide the student 
toward a basic understanding of one* use of tax 
^ revenue. Students utilize resource persons as 
primary 'means of information gathering. The 
activity also encourages organization of facts 
in order to complete a report oni a specific 
topic. ' ' • 

- ' r . 

♦ 

- — '- ^ ^ 


Guidance i - ~ 

You win see, -as you read through this activity, 
that students will need /Ifime in'^'which to complete 
the. steps. It Ms very /mportant. tha|: you'Slan for . 
this activity^ell in aavance of student-participa- 
tion: Yqu'^hould find out what iT being done 'in your 
community. Contact the mayor, cjoDnty manager or 
other officials to find out which projects wou)d 
be suitable for students to research and/or visit. 

# - 

This activitV'can be conducted as a group proj 
ject with the letterj^ writing, telephoning, research 
and display t-asks toeing evenly distributed among ' 
participants. It will help tot)ractSce the phone 
conversations before the students call. Many students 
have difficulty with telephone manners and procedure. 


^ Modifications or Extensions 

J' 

• 

s 

^ ^ 51 

If 



Objective: I will demonstrate an awar'eness^of the role of the government in improving the quality of life for the citizens of a 
community^ . v • . „ 

Materials: List of resource people in APPS. Library, letter writing guide from APRS files>telephone procedure from tefephone 
company representative and APRS files. 



ACTIVITY 



The local, state, and federal levels of government are concerned with improving thejc|uality of life for all Citizens • 
in , the communities in which they live. The government uses tax money> or revenue, collected from the cttizens to im- 
prove the qualityand conditions of life. 4^ ' . * : , ^' ' 

When your local government adds to or builds community parks and youth recVeationaffacilitiei^tfie . money to do* * . 
^ thtSspomes from taxes. The governmenl^is able to do a lot for many peopfe,by,using the tax money collected. Without 
^such a tax collection, we would probably not have comrhuryty park^, roads, buUdings, ,and med.icaj', social and edu-* 
cational services. . ' - * V V ' ~^ 

1.' Write a letter to or^^elephone^pn^ or more of the persons listed in thetesou 6$<pl^in that " • 

you are interested in finding ouUwhat the government (local, state, federal) is domg to jmproveAthe 
quality of life fpr the citlzens.qf your community. F jnd out vylil^|tthe goyernnieht is doing aboift?^^ 
recreatiohai facilities (or bertter streets and roads Or improved law enforcement^' br.^jetter services:for^ 
adtjit handicapped citizens)* * ? • ^ . " • . 

^ 2: • Ask the pWson whonri you contact to serid you any information^ ... * 

_Z 3' Ask the^person wnwryou contact for permission t^visit anan)^i^(rement project so that ygu ma^^take 

pictures bfitKe improvement process or a^^^ ' 



4i-^ Find out hovy t|ie community improvement prpject js being IJnanced tvyhal^^ of state^Jncal^artd^^ 
• -^f Inderal jnonies are being spent); -Ask the cpntactpeWq^ , . / y \ ^ ^ '^^-^r^^^ ' 



1R 



5. While you are waiting for an aiWer to your letter, go to the library and see what you can find on "grants^ 

' * N 

in-aid". Ask your school principal how "grants*in-aid" help public schools. , ' ' ' 

6. Using all the. materialyou have^thered (and the pictures you have taken, if you were able to do step four), 
prepare a colo^ul and descriptive display. Your dfspjay might be in the form of a bulletin board, table 

. display, a series of posters, a scrapbobk, or a photographic display. You might label your displayj^^hat our 

Government is Doing About \ ^ J '* ' ' 

Title of Project . ^ 



How-will LkhbW^'ve done it correctly? ... As I complete each step of the activity, my teacher will check off my^ 
successfuUizmipletion. My teacher will inspect my letter prior to' mailing: My completed display willserve as thefinajl 
evaluation for this activity. I will complete step seven and answer the following question. What area of public service 
do you see^as an area in which youwould like your local goy§rnment to begin an improvement prpgram? Write a short 
statement giving yojilr reasons whythe irt!pro\/ement is needed and sdmb ways in which the resources of the coi|nty 
might be^rised to bring about the1m^bvement/ (Someldeas might be^ay care for children of working mothers, day 
care fdr elderly persons, employment training for jtivenjie offender^ (youthful law breakers), \ ^ 



c 



1 " 
'1/ 




GOVERNMENT AGENCY MANAGEMENT ^ * 

Job,Families 

This section of reading on 'job -families in* Government Agency Management is as concerned with 
the job function as it is with* the job f^imily. The management functions Cycle of planning, -organiz-r 
in9s controlling, ar^l directing is presented. These functions are performed by managers .in all job 
families. Specific job. functions are described for the job families of Government Agency Manage- 
ment. /It is important for the student to understand that the larger the agency pr branch, the morp 
varied wilj be government agency job titles and functions. Salaries and GS ratings are discussed 
l^ripfly. It is a good idea to have someone frofti your State Merit System Office come out and expla^in 
the merit system, GS rcftings, and Civil Service examinations. 




GOVERNMENT AGENCY I^ANAGEMENT 
Job Families * 



When yo_u read about the tnany jobs to be clphe by alt levels of our government, do you wonder who keeps track of it all? 
This section vyill help you understand how government agencies are managed, Gdvernment Agency Managjement is a Major^ 
OccupationaVGroup in the PSblfc^g^Cluster. This.group employs people who are responsible for the effective man^ement 
of Jocal^slate and federal government organizations^ ^ ; > /^- j ; 



^1l9^EREAMrG0ING? 



By time I complete thisiaptivity^ I wilt Ije able to Identify^ 
The major tasks ofgafianagihg an agency will \k summarized so that [.tWill be abte tplfepognize vyhatmanagers do.-The following 
objectiyesandjctiyities will help nriere^^^^ . , . / : '^'^ -^-'''^^ .-^'^ 



HOW WILL f'GiET THERE? ' 

1, ^. Learn to identify the flve^iob families in Gov^ernm^^ 

^ Agency Management^(after residing tfife^^ > 
inforjmatlon). . ~^y^-^ .> ^^-"^^''-'t^' . 

2. Be^ble tQ describe^e managers' inaiatasks^^ - 
jobfamllyV - .v V : 

.3. . Revievv mOTagerVta^ks-and;M . 



. ^ yiV^mip^0iW^^^ a^id place 




JOB FAMILrES IN GOVERNMENT AGEnI^'MANAGEMENT 



There are five types of managers in the Government Agency Management Major Occupational Group. 

General Manager ^ • < 

Fiscal Manager , . * . . ' 

Contract Manager ^' 
Personal Manager » ^ ^ 

• Publicjnfprmation/Relations Manager .;>^^ 

People employed in these pbs are responsible for the direction or supervision of local, ^te, and federal government employees 
that da the public service jobs you are finding out about in this packet. , / ' ^ 

Ever\g|ay, newspapers, television or magazines report ioh the government beginning a neyv. service, changing a service that 
is already in operation and cloing business as usual. Immunization programs are an exampl|^o|?pur governhrient respond!^ to . » 
health hazards with a plan to protect the citizens; Food stamps are distributed In a ^rogr^m that recently was revised or changed 
.to make sure that hose who really need them are the ones receiving them.- Social Security benefit changes nhay more familiar.^ 

' V ' ^ . ^ / 

Each task 'or activity requires planfflhg, organizing, and directing. These management activities In government agencies are carried 
outbymanagerl * . - . , 



1} 



Managers ^ . 
Manage 
Management 
Cycle 



Planning i 

— r-f 



Organizing 



Cf)ntr6lling 



[directing X 



t 

V 



^ As you learr> about the many jobs that people have in government public service yoa m^ay wopder who keeps up with what's 
happening_anrfwho really knows vlfhy. things are being done. Thislnformatjonshould help^^lrpii take a look at management in 
goyernrheqt'agenciesand what'^sinvol^^^ . ./ , \ ^ ' . ; . 'j/ ^ 



T 



WHAT IS GAM? 



Let's begin at the tdp and not waste any time. Remember our MOG monster? The monster's head was 
called the GOVERNMENT AGENCY MANAGEMENT Group. What exactly is Government Agency Manage- 
X^ment? Well, the size of our government has grown so big that the management of government organizatiohs has 



become an occupational field all by itsefl The people:Vyho perform these managemen|,functions belong to, the 
Government Agency Management Group. * . • 

All government agencies have different responsibilities. These^ responsibilities must be managed. 
Somebody has to manage personnel, another person must decide who will be promoted, others must 1 
check out contracts and somebody else nnust see that the overall program is working right. This is up to - 
the GOVERNMENT AGENCY MANAGEIVfENT MOG. It might seehi that one pers<»n could manage -~ 
personnel, promotions, contracts and the total program? Because of the size of government agencies, special managers exist to 
handleall theworkto bedone. . - . ' . ^ 




THE JOB FAMILIES IN GOVERNMENT AGENCY MANAGEMENT 



* Governipent Agency Management is divided into-five major categories. They are General Management, Fjscal Management, 
Contract Management, PersQnneJ Management, and Public Information and Public Affairs, Tyiese.are^^ftftfed the Job Families in 
.Government Agenpy Management , . • , / — ^ " ^ 

/ Withing the last twenty^five years, television has become a household yyord. We. are now capable of sending men to the moon. 
Athletes are running the hundred dash in under ten seconds and pole vaulters are jumping over 18 feet. These fpts are brought ^ 
about by new^technology and inventions. Because of this new technology, Vends in our lifestyle are changing and trends in runnrng 
governnient agencies are als^changing. / ' ^ ^''^"^ - ^ 
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GENERAL MARlAGEMfNT 

A GENERAL MANAGER in the Government Agency Management group must direct the activities of a government agency, 
he major job of a manager is to see that every action that an agency takes and every decision that it makes helps that agency 
achieve ils^goal. The manager must know the go^ls of the agency so that the work done helps meet these goals. 

The Social Security Administration is an agency of the U.^. Government. This agency provides retirement, disability or 
death benefits for 9 out of lOworking Americans and their fjimilies. The SSA also administers the Medicare program, Th^ 
manager ofthis program in each district and local community mustdirect the activities of afl the workers 50- that the agency runs 
smoothly and eff icientl^^nd serves the public. . 

FJSCAL MANAGEMENT ' 

— * 

Workers in the~area of FISCAL MANAGEMENT have a large burden to carry on their shdulders. Public service workers are 
supported by ppblic money (taxes) and are therefore accountable to the people who support tfiepi. People want to know where 
their money is being spent. In addition to being an honest -policy, accurate spending and, budgeting are necessary to keep the 
public happy. Th^^jfisaljnanagement worker must know why an agency exists and how much money, property, material, and .« 
manpower it takes to run the agency. Riscal Managers-must prepare periodic reports for the government,. as well as reports "upon 
request", tell iiig how an agency is meeting its budget. ' 

A mqjor trervd in the area of FfSCAL M^^AGEMENT is "accountabilityV.. The/manag^r js r^opsible iox^ ever^^x dojlar^^ 
given an agency and accounting for where it is spent. He or she is accountable^to th^ people for the money. Fiscal management 
is simply securing money and then speeding it properly. Ovq/'I 15,000 people are employed iQ the area oj^ccounting and budgeting 
in fiscal management and 30,000 of these are professional accountants. . . ' . - 

CONTRACT MANAGEMENT ' "^^^ * - * ' ' , - ' ' . ' 

' ^ ' ^ ■ \ . • : 

When^ou make an agreement with someone, either written or verbal, tfjat agreement is called a -contract; Contracts involve 
two things: making an offer and accepting an offer. The CONTRACT MANAGEME^^T manager checks out all governmaijtcontracts. 



,Jhe go^nment makes' contracts invofling^rvices, production of goods and materials, jurisdictional agreements, purcha^ and 

sale o^ property, insurance, health, and hundreds of other matter.s. These contracts can be as small as buying pencils' or as large 

as purchasing a multi-million dollar supersonic airplane. 
• * ♦ 

> Many government contracts are "pu^ out to bid'*. This expression means anybodyp^an make an offer to sell a service or 
product to the government. The bid system helps keep people in high positions from giving contracts to their friends. Suppose, 
for example, that the government wants to buy three tracto^^ The government writes up specifications on the exact vehicle it 
needs, giving the number of wheels^ horsefJbwer, type of fuel and any other specif ic^details. Instead of going to a business apd 
saying, "Here's the money. Give me the tractors", different businesses come lo them and say, "I'll sell ^ou those tractors for 
$5,000 e^ch". The.business that bids the lowest price wins th^Cpntract. • ^ - ' ' 



® Contract adminirtrators are responsible for insuring that all specifications of contracts are met by the parties inyolved. They 

• . ' , ' .1 

, must know contract law and government policy concerning pontracts. They must know about all types of contracts, the'bidding 

process, and the proper way to make sure that contracts are fair to everybody. ' ■• . 

. ' .5 * . «''•.•/■•■*'. ' ■ / ' ' . • 

PERSONNEL iVIANAQEMENT - > . > . 

The PERSOClJ^EL MANAGEMENT family is concerned with all people working in the di Personnel . 

managers try to keep the;governmenf worker happy. This area is brokeaup into two parts: employee relations and personnel 
administration. ' * * . " * /. ^ ' ' . . ; - . * 

Employee felations personnel policy is predetermined by Civil Servjce regulations jn the Federal-Govemment and rjierit 
systems in state, gpvernments* ' 



Personnel Administrators handle.g9vemmental agency personnel action r e.g. hlr:ing, training, ancLpromotibns. Tile adminis-, 
tratof must be familiar with salary.regujations, training,,placement, and. maintenance of employee, records, retirementj^^and other ^ 
duties that are import ant to the,worker. Tfte.pefsonneLrffanager must be familiar with:the civil service system ^nd hnerit system? 
andhow it works jand how peojile fit into it. \ ' ... f ' /. • • • ^ -i '.- J 



In today's world the trend is toward specialization. This trend makes the personnel administrato/'s position very important. 

Public Servtce Management Careers are attracting more and more qualified personnel into specialized fields. The personnel manager 

must be familiar with these jobs. Job placement and salary are only two parts or his or her job. The personnel manager must be 
\ . K . ^ * ^ ' I ' ^ ' . • * 

familiarwith environmentatcpnditions, motivation, retraining, human interaction, and other factors as well. 

PUBLIC tNFORMATlON AND PUBLIC. AFFAIRS .* ' 

One defintion often used was prepared by the California State DepartmertTof Education. It says that Public Informatipn^.^ 
Managers are ''tht>se managers who a'ttempt to promote and create good will and understancjing by developing information ,^nd ^ 
releasing it through various communication's media." \ ' . ' 

The Public Information Manager'stasic job is to tell those*outside government what the agency is doing so the public will 
respect that agency. Development of public acceptance is the major part of the job. Interpreting the agency to the public so that 
everyone can understand what it do§s and see how it helps is the main objective. If the community does not see the agency as 
helpful, it will find ways to reduce or eljminate it. ' " * • , • 

i " * Managers have tg be able to find out.what the public yvants or whatlhe piiblic thinks it wants, what thq public needs and 



what the attitudes of the public are. Public Information'^lanagers have to knovy what we think and how we usually react to* 
information. * ; ^ , f ^ 

^ ^ * ' . • / ' ^ i ^ ■ . ' 

Publicity is a big part of the job. To gain favorable opinfon, managers plari acti^ties whigh display the agency's efforts; 
> - ' \, . . i . ♦ ■ ' ' ^ : 

People with skills ip^telHng the public ^bput an agency's W£)rk plan conduct pubjic information programs. Those government ^ i 

leaders responsible for accomplishing the plans for public relations are called Public Information Managers, Directors of ^fficarjs^ 

- ' ♦ • ^ - ..^^ r^''" - ' , ' ' . 

— ^ ^^.^^ THEMANAGEFrANDMAN'AGEMENTFlJNCTIONS * ^ 

- ' • ' . 4.. / t 

Most-government agency managers have the.same four general kinds of activities: planning, organizing, directing, and ad- 

ministrating.^ accomplishing; these four kinds of^anSgerfient tasks, most managers use the techniques or methods of 'motivating 

and'commtinicating as th^y are needed. • ,r. > ^ ^ % 1*' , V ' \ . , ' ,.^T.! , 



Planning. Themost creative dutiesare Involved inlpokingatwhatthihgsarellkenoW^andmay belikein 
deciSrhg how to take themosjt^elvantageof the^:nown tonditions. Jhe purposes of the agency are important in establishing-direction 
and planning* • ' . ^ 0 ^ - 

Deciding how to achieve these purposes usually .results ia policies or gujdes.to actiob for the agency workers. Plans mclude 
strategies for change and for ^ctivittes that need to tak:^ place/ ^ - ' , ' 

> t ' : ' ' * < < 

Organizing. These duties mean n^^v^4>te"wdi:|^ will be divided up; whip will be responsible for doing what and when they will 
do it. The purpose i5to get eve'ryone to work to achieve the plans and to give their best efforts. Organization changes as programs 
and plans change., . . - 



Directing, Operating the plan in another way of describing what happens as the manager directs the agency efforts. Decfei 
making and problem solving are;th^'jobs of the manager as the planned activities are taking place or if they are not vyorking as 
anticipated. \ \ , ^ ^ \ ' . _ 



ion- 
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• v^ ^ EAfl^SNGSl'N GOVERNMENT AGEl^^ 

Since we have not discussed PAY, this is a good time to mention it For the most part, government workers'are paid just 
like any private business. The government Is not a profit making organization, scr it can not offer extra money if a certain number 
of sales are made/ Many benefits are offered though. Federal governmeht employees are given a rating called G. S, This stands 
fdi* Gineral Schedule."^ Your G^S/ratingls initially determined by your expferience, education and position. You mighthave a ^ 
GS-7, GS-1 V, or other rating-Zf^He hijher, the number of yoUr rating,. the more mj^ney you arfe paid. 

. The employee, on a small «nit might be a GS-7 and would earn ar6und.$9^D00-$*il ,000 a yean A division head QS-IS or * 
GS-14 would be paid between $23,000-$'27^feb a year. A top national administrator would earn aboyt $38,000 a year. 

• " ' '! ' . . ' " ' . ' . ^ ' . - 

At the state level, governors earrt an average of $40,000, higtjjtate officials between $20,000 and $^5,000 a year, anilimanagers 
of small departments would earn Ground. $l8,0p0., \ ' ^ . / ' . 



Loca! government salaries- vary greatly. Depending on where you live, a school superintendent might earn-S'i 2,000 or $45" 000. 
. ' , -' . * ' ' . ' ' ' »• 

Salaries for other jobs^uch as city" managers, town derks, and budget officers, will be determined by the location and size of the 

\ ' „ • ' . ^ 

community. , , . , , 

VSry good -insurance plans, health pfogramitvacafions, study'bppdrtunitW, and'other benefits are availabk to iail government ' 
employees. - t , •' . , 



GOVERNK^ENT MANAGEMENT REVIEW 

The Governrpent Manager is responsible for working with people, setting goals ifor the agency, hiring, firing, evaluating, and^ 
making the^agency's programs a-succeas. When managennl|nt experts talk, they use words like planrring, organizing, directing, and 
administrating. In each case the manager has the rjeijb'onsTBility^jpf seeing that his o(^ her agency succeeds.^. 

There are as many different types of managerial positions in the government as there ^re in your community. What they do-- . ' 
and how they do it depends on their particular job type. *The seryice station operator must linow about oil and gasoline and J^s 
that deal with these products. The grocery store manager does not have to worry about changing tires. He or *e must know about ^ 
changing /Tieat prices and possible m^at shortages. In both cases these people are managers; however, their knowledge and ex^ience 
differ. The same is, true of government agervcy managers. ' . ^ . ' . 

Itisvery aifficult to walk off the st-eet and become a good maha^f. Thechanceof doing this is slim, tven'if yoy have a * , 
college degree, it irlhxjbtful you will be a manager when you first begin.working witfi the government. Several years' experience 
on the job arejiaually required. A police chief ysual(>? begins as a patrolrnan and tl^e man who manages the automobile dealefship 
quite often began as a salesman. The government employee often earns the ofjporttunity to become a successful manager by the. \ 
work he has done on the way "up the ladder". - ^ . • ^ 

, As mentioned, different skills are ne6ded in different area^of management. It is itji^rSant to remembe/ thatlithe basic perspnal 
qualities are the same. The goo;l*ft|anager is the person who "is loyal, honest, reliable, and can.work with and for others. ' ^ 
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Since we are talking about^GOVERNMENT AGENCY MANAGEMENT, here is,a bri^ef review of the types of managers fn , ' V 
each of the job families. . , ^ • - , . . • * '^^} 



GEN'eRAL managers look after^the manag§m8nt of all the other agencies, they make sure each agency is doing its job 
and help! make changes when rfeejded. . * ^ 

FISCAL MANAGERS-are those who are involved in seeing that our money is spent properly in the right place, by the right 



people, at the righ< time.. They control the governmentsi^popketbopk, ' r ^ 

CONTRACT MANAGERS study^and approve all contracts that the^governnjent makes. They-make sure the government 
does hotget ripped off. . ^ ' . * * v • 

* * PERSONNEL MANAGERS recommend-hiring^ai^ firing people. They handle employee conriplaints and look out for the 
well being of the'emplpyees. • ^ " / . / ^ 

PUBLIQ {NFORMAX'ON MANAGERS let us know.what'sjiappenihg. They keep us informed on different programs and 
policies'th^ are talcing place in tfiejr. agencies, • " . .-^ - 



A. 



'ERIC . ; ' . '\^',ff', ■ ■ r --^ 



Activity 1 



GIVE ME FIVE 



Qbiective: I will learn to identify the 5 job families in Government Agency Management. 
Materials: Po$ter board, 3x5 cards, Interview guide, D.O.T., Encyclopedia of Careers. 




Do npt write on this form. 



ACTIVITY 



There ^re three ^alternatives (options) as you complete this activity. The final use of your results is the,sanr3e. The la§t step 
in each option is to use your results in preparing the Give Me Fiv^display and successfully placing all facts within the stated time . 



limit. 

Option 
1. 



1 



Prepare for actual site visits and interviews with a manager in a public service job\ T^e interview should include at 
leasf one question in each managenrient task of planning,.organizing, directing and contrpling. The questions.are. to 

)n should get an actual 
the manager inten/iewed. 



gain one f^ct in each management activity for each typ;ejna,nager. For example, one question should get an actual 
dutyjii mlrining, another in organizing, a thfrd for directing and the last in.cpntrpling from the 



.^Twenty ficts or duties are needed' to complete the dispjay: 



|3. 

•4. 



A 6. 



ERiC 
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Mak^ appointments and conduct interviews. Record answers on interview form you developed, (see page 16) 
Transfer facts or duties to,3x5 cards on paper cut to;3x5 size. ' ; . ^ 
Prepare display poster boarci'Sn'painted Ccfrdbbard with library book pockets and label as in the .illustration. 

Take the stack of 20* facts on card^ and place in tf>e proper slot. ."Mnie limjUhould be set for 5 niinutes or as 
appropriate. Wben you can successfully place ail cards in the corretl pocket within the tirpe limit you have 
completed this activity. , . ' *) ^ . . ^" 

Prepare a code and place oh each card to record an answer key. Furnish answer kfey to instructo^^ 



^6 
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SUGGESTIONS FOR THE TEACHER 

r 



jjctivity 1 - p. 26 

r == -—^ : ■— ^ ! i _ _ - 


Material's 

To construct and carry out this activity, 
students will -need plenty of poster board, 3x5 
cards, the Dictionary of Occupational Titles, The 
Encyclopedia of Careers. They will also need any 
information whtch they collected from interviews. 

-« ^ =- — • 


(Purpose ^ 
Through the completion of this activity, 
students will be abl^ to collect information 
pertaining to the marfagement function of each 
job^itle in Government Agency Management. 

\ 


Guidance 

Th+s- activity is set up to complete through one 
of three -optional The end result is the same, a 
display board 'on which^facts concerning lihejnemdge- 
ment functions of job titles in Government Agency 
Management are arranged. It will probably be possi- 
ble to use the interview conducted for activity 3 in 
the previous section to obtain information' for this 
activity.^ Students can supplement this information • 
with that obtained from resourpe material? 
- and/or visitoihs_J:o ^he classroom (if any). Be 
sure to review J:he 20 fact cards for accuracy. 


Modifications or Extensions 

1.' Conduct all options as small group activities. 
This allows slower students to learn from 
the more able. 

\ . ■ 
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Public 

General ^ Fiscal ^ Contract personnel Relations 
Manager Manager Manager Manager , (Manager 



Pockets are 



Mi 



X 

Planning 
Organizing 



Directing 



Controiiihg 



tion 2 



1 . Step is same as in option one (1) with the exception of going on a site visit. The. interview will be with visiting 
speakers who ^ometb your school. . ^ . \ . ^ 

2. All other steps are the same. , ^ ^ ^ . ? 
^ Option 3- ' ' : 



: \ 1 . Prepare the twenty facts ^^uties of general managers, fiscarmanag^^^^ cpntractitianagers^^ managers, 
I I ancT^jLibtic relaticjTis managersrfcpm !nformat4!afHri this packet pr inforpiatloa avallable^^ in your 



i ^ . . school. (You might use the D.OXt^ncyclopedi^^Care^^^^ 



jkJftaridbQok;) 



i 2. Delete step 2. ^ 

3. ' All other steps are the same. 



How will I khow^I've done it correctly? , . . I will complete the "GivfMe^^^^ k- 



Si 



" 'AotiSiiifi. ' , ^ 1\ * f'MIXED'UP " . ' Do not Write on this form.: 



^"^•^'-Obj^tive: I wHI describethe manager's main tasks in each job family. 
Materials: This activity page. * 

• • ' • A. 



r 



ACTIVITY 



^ ^ ' Fred knows that the five job lamilies in gdvernment agency m^na^ement t^ke c|re of admjnistratftg, budgeting, cpntracting, 
Staffing, and informing the public for the publi9 service occupations. But^ie sometimes gets mixed up. You shouW correct his 
• mistaHes by placjng the best response in the space provided. ^ ^ ' . 



' CONTRACTS 



'GENERAL » ' PERSONNEL ^ 

FISCAL • [y ' PUBLIC R|ELATION§ 



i . Fred thinks General Managers mainly organize recruitment, selection, training 'and; other ac't'i^es. 



if- 



^ 2. Fred said the main word to use in describing the planning functiori'was implementation. 



_ 3. Another thing Fred wrpte in a report was that Pt|blic Relatipns manager^ mbttly ^pply accounting principles 
to financial ^Foblems. ^ * !. * . * ^ 



{ 4. A really i.mpprtantpart Of organizing is the reports t^at.-summarize how, well objectives (purposes) a/e being"* 
^ ^~ met*- * ■ I ^ ^ ' ' ' ^. \ ' ' , \ ' . ' V 

5. Frgd wants >to be g Fiscal manager 'because hewill gettotellthe^publicabouthisagency andltj^urposes. * 
How I know I've done It cprreclfiy?^ V) * , I will check my answers wjth tlie an$wer;$hc(eit. . ' - ^ 



J 



'SUffGESTIONS FOR .THE TEACHER 



■ Activ:\1;y 2 - p. '28 



•(Materials ■ " .. ' 

Students ^vill need c9pies of twd acti vity. pJC^sf 
Be sure to have the answer sheet in' an accessible^ 
place. . ' * ; ./ • ^ ' r • 



\ 



Guidance, »- . ' 

The only guidance usually necessary for% th^t^*' 
activity is to/emind some students that^Fred'^, 
thoughts as written on the activity page are w rong > ^ 
•They, are to correct them 1)y choosing a'wbrd' fror^ K 
tbe box to make the statement correct. ) ' i 



i 

■f 



^ Purpose 

^' ' - "Mixed ap"''Fred is an amusing way to check 
on student rerall^of the manager's main tasks^ ^ 
in each job .family, ^ ' * ^'^^'^'y^ 



84. 



Modifications or Extensions 
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SUGGESTIONS FOR THE TEACHER 



. Activity 3 - p. 29 



Ma>teria1s' ; 

Students will «eed copies 'of the bingo form' 
,so that they^an complete this acti.vity. The 
answer sheet 'should be ^available for the students 
'to check their mrk. 



♦ . Purpose ' ^ 

This activity is a self-check in the form 
of ^'bingo game. Students are asked to recall 
specific facts, in the area of Government Agency. 
Management. 



( 




Guidance* 



Students Ireqiiire little or no monitoring to 
complete thisActi vity . They check their responses 
by^ referring tcap answer sheet. ( ! . 



Modifications or Extensions 



J. * ?6me students niay,wish to" (:onstruct additional 
"bingo'cards ana then play this as regular 
bingo with a c.alUr and several, cards. 



7. 



■r 



7, • 



/ 



Activity 3 



MANAGEMENT BINGO 



Oblective: I will review managers, managers' ^^^^^^jjjf^ salaries. 
Materials: This activity page. 



Do not write on this form. 



s 





> 


7 






o 




Location 
and • 
^ Community 
Size 


. $7,000 - 
*$17,000* 


, ■ 1 

Fiscal 


^General 


Store 






$40,000 


Number 
of 

w Workerf 


Salary 
« '— 


Public 
Relations • 


Health 
Department 






Rating^ 


$ 9,000- ^ 
$11,000 


*^ ft 

Contract 

0 


Personnel 


Budget ' 


o 

c 

/ ■ i 

s • 


r 


' Ccrurt 
Services 


ladder 


f 

I r 

f 

1 

; f 


* 

' *$1ff,000 \ • 
-$21,000 i 

\ 


Department 
of 

Human ^ 
Resourced* 

* 


< 




$33,000 


^ Credit 


I \ ' 
i \ 

Polftrcal 1 1 
'rf^ — — ^ 


Directing 


* Governor ^ 
» " 







'i9 
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Find your answers in the Bingo box above and CI RQLE it. Keep answering cfuestions in any order until y^u, have fjye 
circled answers in a line - horizontally, vertically or diagonally. When you finish the Bingo, ygur work is finished^ ^ 



1. The salary of a GS-7 manager,' 

2. This type of manager look^ aftet managigment of all 
other agencies. [ • • 

3. Government employee ratings are directty related . 



government. . 



is a government agencyJri dyr state - 



5. Thisjypejof manager sees:'thal'5nQney;1s:5pent'p^ 

Thefealary of aGS:T2:T ' ^ . ; 

7. ^J-ocal qoverpjmenbsalafieS^are^related to ^ ' ./ 

'8. A.m^ager* usually begin^.af the bottbm^hd warks.fris. 
way up the " ' ; : . - - ; C - ; 

^ .-: v. V- - . ... 

* 9. . -THrsty^p^f manager stucties and gpproves/aeals nk^^ 
• " / by gov^i^nmentV*..:; - ^ 

' ' JO. • A :t0p nation.al administrator -would mal<e 

^.IJ:, ^vYourg6^erbmeht'_' ' 



mesiypuf : 



M: This type of manager hires, fires and giyes 
promotions to people. 

13. ' This type of manager keeps us informed on 

what^s happening in the agency. 

14. The average salary ^of a governor is 



15. Planning, Organizing, and con- 

^ ; trolling are management activities. 




1^ 



' > IHdw wilf^ Jcooyy. 1 VeXonCitcorr^^^ BINGO. . 
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. _ GOVERNMENT AGENCY MANAGEMENT ' ' * 

_ Qualifications and Employment Prospects 

There are ncr entry-level positions in Government Agency -Management. There are, of course, support 
personnel-- who- work 'in all government agencies. These positions, however, -fall into career clusters 
' other than. Public Servite and are not man'ageipent jrositio^ns. St(f§ents should/understand that these 
^ jobs -.in Government Agency Management require a college degree, often in areas such as accounting or 
business, fh'ere are some jobs available in small branch' agencies for persons with associate degrees 
("JV-.' Gollege) but to, obtain such a position usually requires on the job experience. 



GOVERNMENT AGENCY MANAGEMENT 



Qualificatrctns and EmptoymenfPrQspects 




Now, if you are still interested nj^ a possib^ career in Government A^erlc;^ Manage^^^ you need to be aware of^any ^ecjal 
qualifications needed to apply for a job. Even more important may be the questibgL "What kind of .an education do I rtey^d?" Jhis 
part of the packet should help answer sorrig'Sf your questions. \ " 

wKwejjvi I GOING? , . \ ! ; .; :^ • 

By*the tfme I complete this investigation I will oe abti to identify those qualifications thgjUaVe necessary to have a job in - 
agency managements. ^ • * 



HOW WILL LGET^riERE? 



1. Qontrast the qualification requirements necessary 
^jobis in C^overnrtient Agency Management. 

2. ^ f^|rticipate |n a field trip. 



HOW WriL I KNOW. , r , 



I vvilKcomplete the Compare and Contrast Activity so 
that accurate information is in eacli square/"* ^ 

will answer a set of qM.estions. ' " . ^ 



The baseball player knows that in order to be a success he niust be ablp to hig, run, thrown, slide and think. If tie'dges-a 



good job at all of these activities, he has a good'ci^ce of becoming a major league ball player. A successful teacher must be able 



to speak, communicate, create, and belnformative. If -he or she is able to do alt these things weil he or^'she will be recpgnized and 
will advance in the f iqld. The same is true in all areas.of 'GOVERNMENT AGENCY MANAGEMENT, Many combinations of 
skjils'and knowledge are necessary tq be an effective governmental manager. These skills^differ yvithJVi the different families.' The 
best way to'describe qualifications for these families is to look.at eaCh one separately. 

• In the area of GENERAL MANAGEMENT, -it is necessary to have a knowledge of the organization andthe way it' is run. ' 
A scientific, technfcal, or'administrative speciality would- be helpfuf. ,t , ^ - > " 

» Top positions sucn as federal agency directors^ity managers, school superintendents sometimes do not^dfepend upon ygur 
age^ but the amount of experience you have in the area. * - . * ^ * .v . 

No specific educational background is required. A four-year college degree is required In are^ts such as public administratrpn, 
pfersonnel, and public information. Most'people now working in th.rs field have college degrees in 'oublic adminfstration, business 
.administratioil, or p«blic:relations, as well as liberal arts. ' . -i. , — . ' ^ ^. 

GENERAL MANAGEMENT . * \ / - ^ ' vl ^ , . . . \ *. ^ ^ \ 

It is helpful if you have held^positions where you have had to organize^^plan and initiate^, special program and are able'tp use ' 
btisiness^kills, both managerial and fingnciaH The pewon who 4s motivated often aets top positi?S)nsJn GENERAL MANAGEMENT* " 
» You ishould be knowledgeable and alsoib leader in <Ke c^ v " ^ , . . P • . 



If you are interested in FISCAL MANAGEMENT, a good educa^on is essential. A ba^ch^loc's degree in accounting and 
business administration is usually requiVed fo begin work in this field. Most govern memt agencies require ;the public accountant ' 
certification for those who deal in the area of accounting and auditing. . . 

' In. this area educational background is important as well as experience. Many years are usuayy spent in less complex'jobs 
^ before your progress to d position with supervisory responsibility. Once in the supervisory position; interpersonal relations' 
and a more specialized knowledge of the"operations;ere necessary. 

CONTRACT MANAGEMENT - ' . ' 



, • Employees.in CONTRACT MANAGEMEfiJT usually have more background experience than those in other families. Don't 
be discourag^d^if this is tfje area you are interested in sin^e there are certain jobs available to the new graduate. * 

A cblleg^degree is almost a must in this- line of work. -A law degree is preferred for contract njegotiations, but other 
po$itio^ require business or liberal arts degrees^ If you'arejnterested in this field, you should enjot contact with the public, be 
able to uoflerstand Contractual <aw, have acknowledge of contract terminology, have the ability to speak effectively, and be able 
to seosejn^ attitudes 3n^ reabtions of others. , , . • 

PEI^SONNEL MANAGEMENT / ' . 

' PERSONNELMANAGEMENJ offers positions for employees of any a^. Many persons enter this area from 'other iobs 
and there are entry. positonsfor;employees who ar$ 18.or olden . . , ' r . . ' • 

-In this ftf Id you recruit personnel, handle employee relations, counsel employees apd. employers, explain job recjuirements, 
gnd perform other activities! This opens th^'f ield to people, of different background!, Many workers hold'^degrees ih Industrial, 
-Psychology or Liberal Arts, In most*cases, afouf^year collegje degree isTequired. / " \ \ ' ^ \' , 

• Jf you have "experience in^nother job family you have an advantage if you enter the PERSONNEL MANACaEMENT'area. 
your knpwledge in. that field wiK .help^^ou uncterstand the problemrtHat nrttgHl^ise; This experience is definitely in your favor. 

' - * '33 ' " /\ ' • J> . ' ' . 



The good personnel manager must be skillful and also have the highest concern for the individual employee. „. 

PUBLIC INFORMATION . ' f . • 

■ * ■ , 

_The PUBLIC INFORMATION family offers jobs to people with varying experience and education. A few jobs are open to 
those with high school education and commprciaPcourses, most require a college degree, The^worker in this field might hav^ 
newspaper writing, sales work, orpublic^eaking experiences, At.the entry-level the all around high school graduate who has 
taken part in rfftiny extracurricular activities might be employed. ' , . \ • • 

The PUBLIC INFORMATION in the, government is no different than that Jn-civilianiirms, Employees must understand * 
advertising^ IDubtFcity and research, and-be able to express their ideas in a way the public can understand. The ability' to organize . 7 
is also important. The creative, self-confident person has arlpng career Awaiting him or her in the area of PUBLICJNFORMATFION, 



■ SgCGESTIONS FOR THE^TEi^CHER 



Activity 1 - p. ,35 



Materials 

Be sure to have enough copies of the activity 
page available for student use: Students uise .the 
MOG packefand completed activities as information 
sources. " . ., < ' ' 



Guidance ' 

For each t|pe of manager students fill ^n the^' 
information required under each column.- (Education, 
Experience,. Specific Knowledge, Certificates or 
Licenses) Encourage students to use the MOG read- 
ings,- activities and any other resources available 
to fill in the sc^uares: 



% 



SlL 



Purpose ^ 

Tltis.is an organizing activity. It pro- 
vides Students a framework within which to 
place some basic facts about .each job family. 



Modifi cations or Extensions 



103 



Objective: I will use my knowledge Lhave gained from reading jnd frop interviewing managers and teacliers to complete this chart. 
l\^aterials:. This activity paqe and the Information ft^om the readings and activitiesof the MOG.. ^ ^ ^ ^. 



> 



o 1041 

-ERIC. - 



- . . ; ACIIVIIY ^ ' ■ ■ 


^ Manager 


• EHucatiori" 


Experience 


Specific Knowledge 
-t-«— '■ — ■ ' X 


Certificates or Licenses 


'r 

r 

Sanrple: 
General ..^^ 




Public Adm. ' 
Business Adm. 
PuWiq' Relations 




1 — ^ 

? Previous rhahage- ' 
nflent experience -r 


\ 

\ 

. KnowJedge of. j 
^ organ izatiqn 
> • ^Plan programs * 
. Business language 


• None 


Fiscal 




» * » • - 








* « 


f 

f Contract 




- . _ -.if' 

* 




• C 




i 




Personnel - 




* f 




r^— ^ r- 




*• 


Public 
Information 


<'- 


/- 




* 

■ • -■; . /' ■ 




\ ^ ' ^-^^ ' A -fir ' ' ' . { 

Steps or Procedure^: ' ^ ^ . ^ ' . ; - ' * > '\ 

' 1. ^For^each type of manager, fill in, the required information accgrding to 'category* • , ^ 

2/^^^^Jfceiirstnrianager row has been done fo^ ^ . . ^ ^ 1 ~- 
How Willi know I've done It correctiy? . , / Iwill showthecompieted.phart'tomy^teacher. ' . 
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Activity .2 



COMMON OPTIONS 



Do not write on ^is form. 



Objective: I wilJ explore the qualifications and requirements necessary for a career in Government Agepcy Management. 



Materials: 



ACTIVITY 



1. Plan a Government Agency Majiagement seminar. I nvite three oriour persons in Goygrhment Agency 4\/laYiagement 

i^is 



positions to atterttl your class and discuss their jobs, Tojprepare for this seminar do the following things: 



1. Pla'n the seminar with your teacher and other students Jn thIsMOG. , , ^ 



. * 2; Prepare a brief mtrodtJCtlon for each speaker.* 

3: Ask each speaker to participate in ^anel discussioti of about TO minutes^ '/ , , 

' ^ ' \' ^ ~ * ' 'r ' ' ^ . ' - 

4. "Plan questions.t(i«ask^nd.encourage questions from t}ie cjass^ Use the interyievv.guide.on page 16 to help foj^mulate 

youp questions. . . * ^ ' . . ' 

2. Talk with several of your teacher^ ab6ut ways in which-thfcsUbject they teachirwght prepare'^^dents f or careers in 

• * < " • . , ' ' ^ ' • • - 

Government Agency Managemfent. Write up a brief report ori;several Government Agency Management careers showing * 

. 'how schod subjeqts,>yhich might not, be.u'sefuMn a specific job activi^ V - » ^ ' - 



How.v\ffil I know I've done it correctly? . . . i wiirparticipate-tn the seminar. 



T. c 



A 



SUGGESTIONS FOR THE TEACHER ^ . 

r 

& • 





1 

' ' ^ w Activity 2 


- p. 36 \ . 




Materials " * 


. < . Purpose . 


J 


For this seminar you will need to have student 
copies of the interview *guide, evaluation forms 
and letter writingT&fTte available. ^ \ 

* ' / ' • 

I . - . ' . 


This activity was designed to provide a 
means by which students can obtain some first- ' 
hand knowledge of jobs in cegulatory services. 


ft 






1 








^ ^ 5 * ^ 




3 ' 


Guidance 


Modifications or Extensions 




:: ' -See instructions for MOG,,Fair ,in Teacher's. 
Manual 7 Introduction to Decision Making. 

;« • • ' ^ ' 


• 
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SUGGESTIONS FOR THE TEACHER 



\^ Activity 3. - p. 37 



Materials • . 

> 

You will need enough copies of each set of 
field trip questions for each student participating, 
in a field trio. 



Purpose ' 

. The^ fiel\trip questions are included to 
heTp the teapher select field. trips which wilL 
best meet .the needs of the student participating. 

,The questions^also help the student organize^"^^ 
his own thoughts concerning thinos he would like 
tc see on a oarticular^ field- trip. The field- 
trip .eyalualron questions provide the teacher 
with feed-back concerning the students* view 

*cf the value of a trip. Additionally, the 
evaluation questions enable the jtudent to,' 
correlate work, vork-site and worker observation. 



• " ' . Guidance ' 

. Encourage the students to answer all questions 
as openly as possible: Explain the purposes of, 
these questions to ttre .students. 



J 



Modifications or Ixtensions 



None suggested 



i 1 V% 
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Activity 3 . \ 
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Objective: I will visit sites at which the MOG being studied can be observed, / 



Materials: Field trip questions, field trip evaluation form. 
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1 thi* forwiT-"--- :.rf^-;£:>s'*f$s«s;^K 



i. 



I: 



ACTIVITY 



This activity is in two parts. Part 1 The "FieldTrIp Questio/is" form is to be cpmbleted before you go | 
on the field trip plannwi for this MOG. Part 2 - The^"Field trip .^valuatibn" form is to be^>^pleted after yoi] 
return from the trip. ' ' ' I ; \ 

1. Fill out the ''Field Trip Questions" form. , ^ , 1 . 

* . ' • - • ^ • > ■ V ' * / 

2, Your teacher'wHI check your form. This vyill help iR. ptanrting, the trip so that ail of th? students can ^ 



see some things of interes^t. ^ • ^ 
3. Aher the trip, fill out the "Field Trip Evaluation" form. 



-■I 



Howwilli know I've done it correctly? . . . I will turri In the field tripfofms'to my teacher. 
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FIELD TRIP QUESTIONS 



1. Place to be visif^ 



2. I would like to see the following jobs 



3. I woulfj like to talk to the following types,of workers- 
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4. I would like to know the following about: . 
Salary : i_ 



Working Conditions (whgre workers work) 
Hours '' \ : ■_ 



EducationaLRequirements 



Skilts needed 



uipment used (if any) 



Job mobility (advancement) 1 



Things I can dp now to prepare for this job 
What the worker^ actually do ^ 

' • ■ ^- • . ■ y 



38-.: 
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FiEtD TRIP Valuation 



t 



Name 



Date of Trip [ z Place 

Special job observed - 

MOG being studied ' 



1. In general/did Vou enjoy the visit? Yes No .1^ , 

If no, explain briefly * :^ ^ 



2. Did the^ip help you better understand the MajorJOccup?itionat Group which you are No__ . _ ' '*■ 

Why^ ^ I ! ^_ : : , — _!_ — 1-^1- ^' » . i 

■ .— ^ ^ : 1 ■ ' " ' ^ ' 

" 3. a. VVhat jobs in the Major Occupational Group did you see being perform^^^ ^ • , . ^ 

^ ' : ^ ' ^ T ' ' . ' 1' 

b. Which of these jobs, ifany, would you like to4iave? ' ^ 



c. What did you find out about the requirements for jobs in theM^ ' • . ' ^ ^ ^ / . 

— — " — — - — V. ! — \ — "'/j--^ ■ 

--d. What'did you find out about the kind of woik^^dutfes and type of work) dqnfe by people in tl^MOG? 



m^. Additional comments abouTthis trip. 



5. Write a-^o paragraph description of a typk^afday of a Wor|:er. , 



4 



Self-Check, p. a . . - 
^ 1. local, state, gederal 

2. ^ tax , 

3. ^ federal 

■ 4* local ^ ^ 
'' 5, state ' 

6/ legiis'lative'^ 

7^ executive^ 
. 8* judicial 

9. Local 
B ■ 

. F 
G 



K 

r 



State 
H 
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GOVERNMENT AGENCY MANAGEI^IENT 
Answer Key 



Federal 
A " 
D 

' E 
I ^ 
M 



' Activity 2. p. 10 



Answer sheet in 



APRS file. 



Act'ivity 2, p. 28 

personnel / 1., . 

administrating 2. 

- fiscal - / 3. 

• evaluating 4.. 

public relations 5. 



Activity 3,. p, 29 ' 
Answer sheet in APRS file. 
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